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Managing Your Files 

 
 

Objectives:  
 

• Learn where to store computer files on your computer. 
• Learn how to use Save As and Save. 
• Learn to use Windows Explorer to Manage your files. 
• Learn how to Delete, Restore, and Rename files. 
• Learn how to Find lost computer files. 
• Learn how to use the Recycle Bin, the Taskbar, and START 

menu items. 
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Windows, Part 2 - Tips 
 
Saving a File 
When you first create a file, you should save it using File  Save As.  You will specify 
where it is to be saved, and what the filename will be.  File names can contain up to 255 
characters.  You should avoid using the characters / \ : * | < > ? and “   If you update the 
file, you must click on File  Save for the updated information to be included in the file. 
 
Where to Store files 
Most files on your computer are stored on the Hard Drive, called Local Disk (C:).  You 
can also store files on a Floppy Disk (A:) or on removable disks like a Compact Disk or a 
DVD disk, or on a removable Flash Drive.  When storing data on Local Disk (C:) you 
should always store your own files in the My Documents folder, or other designated user 
folders like My Pictures, My eBooks, My Music, or My Videos.  Files can also be stored 
on the Desktop.  This is handy if you need the file only temporarily. 
 
Using Windows Explorer 
Open Windows Explorer by holding down the Windows key, and then tap the letter E.  
Windows Explorer shows only Disks and Folders in the left column, only Folders and 
Files in the right column.  The items in the Right column are those located within the 
Disk or Folder in the Left column that is Selected (dark blue).  You can open a file by 
double clicking the file in the right column of Windows Explorer. 
 
Viewing Files in Windows Explorer 
The default view in Windows Explorer may be set to show additional information (such 
as a pie chart of disk space used) within the right column.  This cuts down on the room 
available to see the list of files and folders.  There is no need to show this information, 
since the same info can always be seen by right clicking on the file, folder, or drive in 
question, and click on Properties. You can maximize the room available for displaying 
the files by clicking on Tools  Folder Options  General  Use Windows Classic 
Folders.   
 
You can click on the Views menu to select your desired view of the files and folders in 
Windows Explorer.  The Details view gives the most information about each item shown.  
(See Figure 2) You can sort the list by clicking on the column header that you want to 
sort by.  For example, click on the Date header to sort by date.  One you have created 
your personal preferred way to view, you can make that the default view for all other 
folders by clicking on Tools  Folder Options  View  Like Current Folder. 
 
Moving or Copying Files using Windows Explorer 
To move files from one location to another, (other than to a CD) first select the file(s) you 
want, then drag them using either the Right or Left mouse button.  If you use the Right 
button, you will get a menu from which you can choose to either Move the file, Copy the 
file, or Cancel.  If you use the Left mouse button, you will automatically do a Copy if 



going from one Disk to another Disk; you will get a Move if going from one folder to 
another folder on the same disk. 
 
To select all the files shown, click on Edit  Select All.  To select a series of files that 
are all in a row, click to select the first file, then hold down the Shift key and click on the 
last file.  It will select all the files from the first to the last. To add to or subtract from a 
list of files that are already selected (shown in dark blue), hold down the CTRL key while 
you click on the files that you want to add or remove from the selection. 
 
Deleting Files using Windows Explorer 
To delete a file, just click on the file to select it, then click on the big, graffiti-style “X” at 
the top of the window.  When you delete a file from the hard disk (C:), it goes to the 
Recycle Bin, where it stays until you empty the Recycle Bin.  Note: Files deleted from a 
floppy disk, CD, or flash drive do not go to the Recycle Bin.  They are completely 
removed and cannot later be restored. 
 
Using the Recycle Bin 
Double click the Recycle Bin shortcut on the desktop to open it.  It will show a listing of 
all deleted files which are now in the Recycle Bin.  To restore a deleted file, select the file 
you want.  Now click on File  Restore.  The file will automatically be returned to the 
folder from which it was previously deleted. 
 
To empty the Recycle Bin, open the Recycle Bin, then click on File  Empty Recycle 
Bin. Once you have emptied the Recycle Bin, the deleted files are permanently removed 
from your computer and can no longer be restored.   
 
File Name Extensions 
Every file name is automatically created with a Filename Extension, consisting of a 
period plus three letters that is added to the end of the file name that you typed in.  This 
extension is used to identify what program created that file. Normally the filename 
extension is hidden from view when you look at file names.  If you want to see them, 
open Windows Explorer, then click on Tools  Folder Options  View, and remove the 
checkmark on Hide File Extensions for Known File Types.  Common extensions include 
.doc for a Word document, .jpg for a JPEG photo, .xls for an Excel spreadsheet, .wav for 
an audio clip, and .pdf for an Adobe Acrobat document. The computer uses this extension 
to know what program to start when you double-click to open a file.  If you want to open 
the file with a different program, you can right-click the file, then select Open With  
Choose Program and choose the program from a list of all the programs on your 
computer. To make this the default program for that type of file, click on the checkbox 
that says “Always use this program to open these files”. 
 
Using START menu to Find a File on your computer. 
To find a file, click on START  Search  For Files and Folders.  Type in part of the 
file name, and specify where to search. If you don’t know where the file is stored, then 
search the entire Local Disk (C:).  If you know the file is in a particular location, such as 
My Documents, then click the window called Look In, and select the location. 
 
 



Using START menu to Open a Program or Document 
To open a program, click on START  Programs  click on program icon.  To open a 
recently saved document, click on START  Document  click on the document name. 
(Note - the list contains only the 15 or so most recently used documents.)   
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Figure 2 
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